Smart Books
Ms. Daniela Šimůnková

Lublaňská 20
120 00 Praha 2

Czech Republic
Tel.:+420 257 320 803
Linguas Publishing
50 Bedford Square
London
WC1B 3DP
United Kingdom
2nd February 2012
Enquiry
We are a company selling textbooks for teaching foreign languages, distributing them to various schools all over the Czech and Slovak Republic. We are looking for a new supplier focusing on publishing books and additional materials for teaching especially English, German, French and Spanish language. 

Your company has been recommended to us by several partners and we have heard that your offer is very wide and very fitted for needs of Czech and Slovak market. Would you be so kind as to send us some more details on how we could possibly cooperate?
I am looking forward to your reply.

Yours faithfully,

Daniela Šimůnková 
Logistics Manager
HC GEATON

Sukova 1788

530 02 Pardubice

Czech Republic

Tel.: +420 466 741 630
Email: hockey.geaton@geaton.cz
Great Skate
Mr. Olaf Johanssen
Bildhuggarvagen 5

12444 Johanneshov

Sweden
7th February 2012
Order
Dear Mr. Johanssen,
As per our discussions on January 20, 2012 we are pleased to place an order for 30 pieces of Bauer Vapor X4.0 52 Flex Junior Composite Hockey Stick on the following terms and conditions: 
The cost is $ 94.99 per item inclusive of all taxes. Delivery will be done within 7 days from the order date and will be done at the address above. If the order is not delivered as per the above terms and conditions, the order stands cancelled.
Hoping to have a long business relationship with you.
Best regards, 
Michal Jablko

Junior Team Coach
Hannah Roxborough

879 Mount Flennegan

Washington

DC 20051

Stereo&Electronics

3135 East 17th Street

Idaho Falls

ID 83406
25th January 2012
Complaint letter

Dear Sir or Madam,
I am writing about a problem that appeared with one of your products. I bought an electronic gadget from your shop with a warranty of two years. Unfortunately, the gadget is not working properly anymore and it spoiled my another electronic gadget coupled to it.

Since, you have a big and reputed dealership with good customer service, I request you to repair my malfunctioned gadget or to replace the product under warranty. Details about receipts and warranty card are enclosed with this letter.

Kindly make this service as soon as possible, so that there is no need for me to approach a solicitor or consumer group.

Yours faithfully,

Hannah Roxborough
Ing. Jan Jarouch
Ratiborova Lhota 52

383 01 Prachatice

Czech Republic

Tel.: +420 778 931 426

Email: jarouchJ@mléko.cz
Milch Frich GmbH
Zollerstrasse 7
86850 Fischach

Deutschland
18th February 2012
Debt-collection letter
To Whom It May Concern,

Thank you for your recent business. My records indicate, however, that the invoice no. 45/78 is currently overdue.
If there are any questions with this invoice, please feel free to contact me. If not, please remit payment to my bank account.
I thank you for your business and look forward to a continued relationship.

Faithfully,

Jan Jarouch
